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FI RE COVMUNI CATI ONS SUPERVI SOR

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This cl ass enconpasses the first |evel of supervisory positions
in the Communications Division of fire departnent operations,
the primary duty of which is the supervision of dispatching
activities of subordinate enployees on an assigned shift.
Enmpl oyees of this class review the work of subordinates to
ensure that dispatching operations are perfornmed in accordance
with established departnental procedures. Fire Comrunications
Supervisors assign work schedules, ensuring proper staffing

| evel s of the assigned shift. Enployees of this class perform
di spatching duties during the assigned shift, receiving only
gener al i nstructions from the Assi st ant Di rect or of

Communi cations, and perform ng independently in nopst areas.
This class ranks directly below that of Assistant Director of
Conmmuni cati ons.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Supervi ses subordinate personnel in the operation of the
Communi cati ons Division, including conputer aided dispatching
(CAD), on an assigned shift. Recommends managenent poli cies,

goal s, and objectives for consideration by a superior officer.
Participates in the research and planning for programs and
activities of the division. Conducts inspections of the
assi gned division, evaluates the effectiveness of the division
foll owi ng i nspection, and takes appropriate action to correct or
i nprove problem areas. Handl es conplaints from the public
concerning problenms in the conmmuni cations division.

Hol ds neetings with subordi nate enployees for the purpose of
receiving reports and dissem nating information. Assists in
assigning work and duty areas, work schedul es, and approving
| eave. Participates in evaluating the work perfornmance of
subordi nates and writing enpl oyee eval uati ons reports. Mkes a
daily personnel report to designated departnment official.
Prepares for shift change through briefing of incomng and
out going shift personnel. Resol ves enpl oyee conplaints and
grievances, counsels enployees who are experiencing work
probl ens, and assi sts superior officer in maintaining discipline
anong subordi nates.

Ensures that subordinates receive necessary formal training.

BC 06-02-09



FCMSPV Page 2 of 3

Personal |y provides "on-the-job" instruction and assi stance when
needed by answering questions and providing technical support.
Perfornms and supervises enployees perform ng conmunications
duties including taking information fromcaller about energency,
entering information into conputer, dispatching the appropriate
unit, keeping track of each firefighting unit at all tines, and
contacting all designated groups or individuals of all working
fires. Ensures that nmessages are relayed to and from enmergency
units, fire departnment personnel, and the fire scene. Oversees
the receipt of alarms from private alarm systens, non-fire
enmergency calls, and non-energency calls and ensures that all
departnmental procedures for handling such matters are foll owed.

Provides for and ensures that accurate division records are
mai nt ai ned. Devel ops new forns or revises old ones in order to
i nprove accuracy and efficiency of docunentation.

Supervises the general care, mai nt enance, and use of
departmental conmuni cati ons equi pnent. Tests equi pment such as
fire telephones, radios, public address systens, recording
systens, and i ndividual paging devices. Provides for the repair
of mal functioning equi pment according to departnent procedures
and i nspects equi pment after repairs to see that repairs were
properly acconplished. Assists in ordering and di sbursing all
suppl i es and equi pnent needed by the division.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirements |listed bel ow nust
be met by the filing deadline for application for adm ssion to
t he exam nati on.

Must nmeet all requirenments of the Miunicipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates, and of |egal age.

After offer of enploynent, but before beginning work in this
class, nust pass a nedical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denobnstrate good health and physical
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must present docunentation indicating, at a mninmum that the
appl i cant has nmet the mnimum high school graduati on
requi renments necessary to receive a high school diplom as
established by the state of Louisiana Board of Elenentary and
Secondary Education. Such docunentation shall include at | east
one of the following: high school diplom, high schoo

transcript, certificate of equivalency, affidavit from the
i ssui ng high school, college diplom, or college transcript, any
one of which nust indicate that graduation has occurred or a
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degree awar ded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation.

Must possess at | east two (2) years of full-time work experience
as a dispatcher within a communications division of a fire
depart nment.
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